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Library Faculty Personnel Policies
Contents Revised January 2014
Introduction
Zach S. Henderson Library is the chief mediator between the community of Georgia Southern University scholars to which it
belongs; the ever growing student body it serves; and the corporate conveyers of information. The Library serves as conservator
of traditional knowledge forms and cultural legacies, and is at the heart of a rapidly evolving system of scholarly communication.
Continuing technological advances have changed the delivery systems of information, and have added, via the internet, a
cyberspace learning environment that transcends geographical borders. In fulfilling the Library’s mission, Henderson librarians
practice the profession of librarianship as clinical faculty, as distinct from being teaching and research faculty in a school of
library science. For this reason, performance expectations emphasize excellence in librarianship, service to the profession and
university, and scholarship, in that priority order. As a result, the following guidelines and criteria apply to all tenure track library
faculty to help meet performance expectations.

Annual,Tenure, Promotion, and Post-Tenure Reviews.
Each faculty member (whether tenure-track or non-tenure track, part-time or full time, or post-retirement part-time) is evaluated
annually to ensure effective performance and facilitate improvement. Annual evaluations also serve as the basis for
recommending merit salary increases and determining continuation of non-tenured, tenure-track faculty and non-tenure-track
faculty (excluding full-time, temporary/visiting faculty). Special evaluations are made for the following specific decisions:



pre-tenure review



tenure



promotion



post-tenure review

The Tenure Committee will conduct all pre-tenure, tenure, and post-tenure reviews, and the Promotion Review Committee will
review promotion candidacies. With the exception of the Dean of the Library and the department head or supervisor of the
candidate under review, the Tenure Committee will be composed of all library faculty members who have received tenure and
the Promotion Review Committee will consist of all associate and full professors. A simple majority of committee members will
constitute a quorum. No votes on any personnel action will be taken by either committee unless there is a quorum, and only
faculty members in attendance may vote.
The Post-Tenure Review Committee will consist of the P&T committee. The P&T committee will elect a member of the
committee to be chair. A faculty member is not eligible to serve during a year in which he/she is a candidate for post-tenure
review. For the specific activities and deadlines associated with Post-Tenure review, see the Georgia Southern Faculty
Handbook, Section 213 and the Board of Regents Policy Manual, (8.3.5.4) Post Tenure Reviews take place at every five year
interval from the last promotion and/or post tenure review.

Procedures.
Annual Reviews: Faculty submit a report of their professional activities to their department head or direct supervisor by early
January. Department heads/supervisors conduct annual faculty reviews January through March.

Special Reviews: Prior to fall semester the Dean of the Library will set the deadlines for submitting documentation in support of
promotion, tenure, pre-tenure, or post-tenure candidacies. The schedule will allow for an adequate time period for the review of
documentation prior to the meeting when the tenure and promotion committees will act upon the candidacies. Candidates for
promotion must declare themselves in the spring prior to when their applications will be reviewed, in order ensure there is
enough time to select external reviewers. Post-tenure materials are submitted in January and pre-tenure materials are due
February 1 (see sections 212 and 213 of the Faculty Handbook
(http://academics.georgiasouthern.edu/provost/pdf/handbook.pdf), and the committee consideration of those candidacies will be
scheduled accordingly. The Dean of the Library will stipulate the deadline by which committee recommendations must be
submitted to the Dean. In cases of promotion or tenure reviews, after full discussion of a candidate each member of the
appropriate committee will submit one vote, and the votes will be tallied on a single sheet of paper. Individuals will not be
identified according to how they voted. Abstentions are permitted. The tally and written comments constitute the report to the
Dean of the Library. If more than 50 percent of the ballots are in favor of tenure or promotion, a positive recommendation is
forwarded to the Dean. Otherwise, the committee will forward a negative recommendation. In the latter event, a candidate has
seven days from receiving the written notification of the committee’s recommendation to submit a request for reconsideration by
the committee. The Dean of the Library, after also considering input from the candidate's department head/supervisor, will
forward a written decision, either positive or negative, to the Provost, and will inform the candidate, in writing, of the decision
(see Appendix I). The candidate will have ten days to submit a request for reconsideration of a negative decision to the Dean. In
cases of a pre-tenure or post-tenure review, the committee will meet and discuss the faculty member’s merits and weaknesses.
If it is a pre-tenure review, the committee will then vote on whether the probationary candidate is on schedule to meet tenure
requirements, ahead of schedule to meet tenure requirements, or not on schedule to meet tenure requirements. If 50% or more
vote that the candidate is not on schedule to meet tenure requirements, the committee will include in its report the area(s) in
which it believes the candidate is lacking. If it is a post-tenure review, the committee will vote on whether the candidate’s
performance since her/his last promotion, tenure, or post-tenure review has met expectations or has not met expectations. If
50% or more of the committee members vote that the candidate has not met expectations, the committee will include in its report
the area(s) in which it believes the candidate is lacking. The committee may also vote that the candidate is deserving of special
recognition for meritorious achievement, and if the committee so finds the rationale will be included in the committee report. A
pre-tenure or post-tenure committee report is given to the candidate’s supervisor, who will review the results with the Dean of
the Library before discussing the report with the candidate. Post-tenure reviews are subject to the same appeal process as
tenure reviews.

Timetable.
The timetable for promotion and tenure evaluation, as described in sections 208 and 209 of the Faculty Handbook
(http://academics.georgiasouthern.edu/provost/pdf/handbook.pdf), will be followed. The timetable for post-tenure reviews shall
also conform to the Faculty Handbook, section 213, in which the Board of Regents policy states that each tenured faculty
member is to be reviewed five years after the most recent promotion or personnel action, as defined below, and at five-year

intervals unless interrupted by a promotion, a written declaration to retire within five years (submitted to the appropriate dean), or
a leave of absence. Section 212 of the Faculty Handbook stipulates a pre-tenure review will take place in a tenure-track faculty
member’s third year, but Henderson Library will conduct a full pre-tenure review in all six probationary years (see Appendices II
and III). Additionally, Section 214 of the Faculty Handbook outlines the requirements for non-tenure appointments (e.g. lecturers
and senior lecturers). Evaluation and promotion guidelines for non-tenure track appointments are also described in this section.

Criteria for Evaluation
Faculty undergoing tenure or post-tenure review must demonstrate effective performance in Category A below, and substantial
achievement in Categories B and/or C. Candidates for promotion who are already tenured must demonstrate that since the last
increase in rank they have achieved an effective performance record in Category A and accomplishments in Categories B
and/or C commensurate with the rank being sought. Appendix IV contains a description of the documentation that must be
provided for pre-tenure, post-tenure, promotion, and tenure reviews.
Concerning general professional and scholarly qualifications, and the rank of the library faculty, Henderson Library has
consulted but has not adopted the entire language used in A Guideline for the Appointment, Promotion and Tenure of Academic
Librarians published by the Association of College and Research Libraries (ACRL)
(see http://www.ala.org/ala/mgrps/divs/acrl/standards/promotiontenure.cfm). This statement defines the criteria for review of
librarians in American institutions of higher education, and is designed so as to be adaptable to the rules and guidelines
established by individual colleges or university systems.
Librarians appointed as lecturers will undergo annual reviews at the same time as other annual faculty reviews are conducted.
Library lecturers must demonstrate achievement in librarianship and in at least one of the following areas: (1) service; (2)
personal, professional growth and development.
After six years of service, a lecturer may be reappointed only if the lecturer has demonstrated "exceptional librarianship and
extraordinary value to the institution," which shall be defined as achievement in librarianship, service, and personal, professional
growth and development. Additionally, a Library lecturer may be considered for promotion to Senior Lecturer after his/her
reappointment after six years of service.
Examples of achievement in librarianship, service, and personal, professional growth and development can be found in
Appendices V-VIII.
Library lecturers may be considered for promotion to Senior Lecturer, following the requirements described in Faculty Handbook
section 214.0102."
A. Contributions to the educational function of the University. In this category, librarians will be evaluated on their areas of
professional responsibility within the Library. This corresponds to the area defined as Teaching in the University System of
Georgia guidelines for tenure and promotion. Teaching is the most fundamental description of the work done by faculty in their
daily job responsibilities (see Appendix V).
B. Research, scholarly, and creative activities. In this category are activities that serve to create or disseminate knowledge,
entertainment, or aesthetic and cultural enrichment.
C. Service: In this category are activities undertaken for the benefit of the Henderson Library, the university, the community, and
the library profession through professional organizations at the national, regional, state, or local level.

Examples of activities which may be included in Categories A, B, and C are listed in Appendices VI-VIII.
Appendix IX, "Research , Scholarship, and Professional Development Service Activities for Tenure and/or Promotion” provides a
measure of the library faculty's consideration of the value of various activities by candidates for promotion or tenure. These are
listed in order of rank, 3 as highest and 1 as lowest. Candidates should strive to complete relatively high-ranking activities.

External Peer Review Guidelines
Each tenured for tenure-track faculty member undergoing either a promotion or tenure review shall submit to his/her chair or unit
head the names and contact information of at least three qualified individuals not directly involved in the faculty member's work
(i.e.,have not been involved as a mentor or close collaborator) who can objectively review the faculty member's portfolio. The
individuals should be experts in the faculty member's field and hold an academic appointment at an institution at least similar to
Georgia Southern with rank at or above the rank to which the candidate is aspiring. The department chair or chair of the
department's Tenure and Promotion Committee shall solicit letters from two of the individuals that address the quality of work
performed and readiness of the candidate for promotion and/or tenure. In addition to submitting names for individuals who may
be contacted for external review, the faculty member may submit up to three names(and contact information) of individuals who
may NOT be contacted by anyone involved in the tenure and/or promotion review. The department chair in association with the
Tenure and Promotion Committee chair may also solicit up to two additional letters from any individual not on the forbidden list
that he or she may think has the background commensurate with carefully evaluating the candidate's portfolio and contributions
to the profession.
The documentation from the external reviewer should be in the Dean’s office two weeks prior to the P& T deliberation. The P& T
committee will use the documentation from the external reviewer as part of the deliberation. Regardless of whether or not any
external review documentation is received, the P&T Committee deliberations will proceed as scheduled.
This information must be provided for each reviewer:



Name



Title/Rank



Address



Phone Number



Fax Number



E-mail Address



Brief statement of their qualifications

The Tenure & Promotion Committee Chair requests that the faculty submit names of potential external reviewers before the
established deadline (see Appendix X: Sample Letter to External Evaluator)

Amendments to Promotion and Tenure Policies
Faculty members hired into the tenure track shall be responsible within their probationary period for meeting the Library
promotion and tenure criteria in effect at the time their employment begins. For all subsequent promotions, faculty members
shall be responsible for meeting the Library promotion criteria in effect at the time of their application for promotion. Thenexisting procedural provisions regarding the composition and responsibilities of Library personnel review committees for

promotion and/or tenure and required application materials shall apply to all faculty at the time of their application for promotion
and/or tenure.
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